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Working with Clients and Accounts

In Morningstar Office® Cloud, the Clients & Accounts area stores your client and Overview
account information. In this area, you find a Grid and Analytical View, which is a series
of tabs, and under each tab, you find a series of components.

Use this area to analyze your clients’ accounts and portfolios, and conduct
operational tasks, such as generating reports, applying settings, and editing client
profile information.

In this manual, the following topics are covered:

» Creating Clients and Prospects (page 6)

» Creating an Account (page 19)

» Creating a Custom Security (page 36)

» Assigning Models and Benchmarks to Clients and Accounts (page 42)

» Using Custom Benchmarks and Model Portfolios with Components (page 45)
» Managing Client & Account Settings for Multiple Clients (page 48)
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Creating Clients and Prospects Overview

Creating Clients and Prospects

As part of your Morningstar Office Cloud subscription, custodial import and Overview
reconciliation tasks are outsourced to Morningstar Back Office Services (BOS).

& Note: Read How are transactional accounts imported into Marningstar Office Cloud? on
page 20 to learn more about BOS.

The BOS team takes care of your daily client and account import and reconciliation
tasks, freeing you up to concentrate on your client relationships.

You can still enter prospects and new clients manually to establish them in the system,
and take advantage of all the tools Morningstar Office Cloud provides. The steps to
create a prospect and client are identical.

In this section, you will learn how to do the following:

» create a client (page 6)

» add a client report name (page /)

» edit a client (page 9)

» share a client (page 13)

» convert a client to CRM (Redtail) (page 15),
» create a prospect (page 17), and

» convert a prospect to a client (page 18).

To create a client in Morningstar Office Cloud, do the following: Exercise 1: Create a client

1. In the header, click the Create icon, then select Client. The Create Client window opens.

MORINGSTAR O ffice L —

Click here to begin.

lzmant Reports
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Creating Clients and Prospects

Overview

2. Inthe Client Name field, enter Roop Family.
3. Inthe First Name field, enter Cory.
4. In the Last Name field, enter Roop.

< Note: The Client Name is used to identify a client in the Morningstar Office Cloud interface. It
also appears in the header of certain output reports.

5. At the top of the window, click Create. The Create Client window closes.

In some cases, you may want a different name to appear on reports, than what you've
entered in the Client Name field. Do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

—  Home

Home >

MORNINGSTAR Office <

Morningstar Research

bk Q) Search for Clients, Securities, Reports, and Research

CLIENT MANAGEMENT & ANALYSIS

Craate Client m
-mqua | There fields
— | are required
to create a
st Mama Lo wamae | new client.
Sacal Securty Number Date of Birth Caent Age Deesired etivement Age
Address 1 Address 2
o ooy sie 2pCose
E-mail Home Phone Work Phone
Aeverws Date

Exercise 2: Add a client

report name

Clients & Accounts

1ent Reports

Prospects
Billing iractice by starting a spreadsheet report on:
Redtail CRM :

: ts under _/':*/\ Your practice's overall
» Reporting rent () performance
PRACTICE MANAGEMENT
» Workspace
i [# Create Lists & Screeng
Import

Market Value Name

Securities ¥

Click here to begin.
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Creating Clients and Prospects

Overview

2. Hover the cursor over the Roop Family. The Action icon appears.

3. From the Action menu, select Client > Edit Client Profile Settings. The Edit Client

window opens.

Clients & Accounts

Active Clients

a: ¢ EditSettings Q. [ Data Set: Client Details v
Name Market Volue (USD)  Market Velue Date Client/Account Type  Primary Benchmark Secondary Beachmark
.
» Roop Family 10,047.83 04/07/2020 Clients Global Default Global Default
(<) Client

Edit Client Profile/Settings

Delete Client

Select this option.

4. On the Settings page, click Display a different name on reports.

5. Inthe Text field, enter The Roop Family.

Edit Client - Roop Family

Profile Client Report Setting
S Choose how this prospective client’s performance is calculated for reports and your analysis.

You can manage these setting groups in Global Settings

Global Default 8

P Preview Settings

Display a different name on reports

The Roop Family

Primary Benchmark *Required
Marningstar US Market TR USD

Secondary Benchmark |Optionall (@ Display
None Q
Tertiary Benchmark (Optional| (@ Display
MNone

Model Portfolio
Preferred Investments o

6. Click Save.

Enter a client report
name here.

MAORNINGSTAR
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Creating Clients and Prospects

Overview

Once you have created a client, you can edit the client name or add additional contact

information. In this exercise, you will add Cory’s birthday to the Client Profile.

To edit a client’s profile, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

—  Home

Home

EXPLORE
Morningstar Research

Markets

CLIENT MANAGEMENT & ANALYSIS

MORNINGSTAR Office =

Q Search for Clients, Securities, Reports, and Research

Clients & Accounts

Prospects
Billing

Redtail CRM
* Reporting

PRACTICE MANAGEMENT
* Workspace
ntegrations

Import

1ent Reports Click here to begin.

ractice by starting a spreadsheet report on:

ts under ot Your practice's overall

f \
lent I )} performance

[# Create Lists & Screens

Market Value Name
-—

2. Hover the cursor over the Roop Family row. The Actions icon appears. Click the Actions

icon. The Actions menu opens.

3. From the Actions menu, select Client. The Client menu opens.

Clients & Accounts

Active Clients
B QO [ Bxport Al Column Set: Client Details v
Market Value

¥ Name Market Value USD Date Client/Account Type
Roap Family [P 0.00 — Client

» Sample Client Actions 1.91 12/27/2017 Client
Sample Group Client 0.00 — _Client

¥ Wells Family Client 2| ‘6.08 12/27/2017 Client Select this option.
Cynthia's Individual Account Members y 233 11/02/2017 Taxable
Cynthia's Individual QUICK Accour - 10 ooss 1453 06/27/2016 Taxable

Client Web Portal o

Cynthia's Roth IRA - 10.50 09/26/2017 Taxable
Cynthia's Trust 2nare 17.06  09/06/2017 Trust
John's Individual Account Lreate lNew Account 239 09/06/2017 Taxable
John's Rollover IRA Generate Report '6.52  09/26/2017 Traditional Roll...
John's SEP-IRA Convert to CRM 11.85  11/02/2017 SEPIRA
Joint Wells Account 1080 12/27/2017 Taxable

Exercise 3: Edit a client

MORNINGSTAR
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Creating Clients and Prospects Overview

4. From the Client menu, select Client Profile/Settings. The Edit Client window opens.

Clients & Accounts

Active Clients
Column Set: Client Details
Market Value
¥ Name Market Value USD Date Client/Account Type
[ | Roop Family @ 0.00 — Client
» Sample Client . 361.91 12/272/2017 Client
[ Sample Group Client Client 0,00 — Client
¥ Wells Family Client Profile/Sattings 156.08 12/27/2017 Client Select this option.
Cynthia's Individual Account Delete Client 01233 11/02/2017 Taxable
Cynthia's Individual QUICK Account 584.53  06/27/2016 Taxable
Cynthia's Roth IRA 182,240.50 09/26/2017 Taxable
Cynthia's Trust 943,387.06  09/06/2017 Trust
John's Individual Account 469,122.39  08/06/2017 Taxable
John's Rollover IRA 231.926.52  09/26/2017 Traditional Roll...
John's SEP-IRA 1,366,531.85 11/02/2017 SEP IRA
Joint Wells Account 65.540.90  12/27/2017 Taxable

5. In the Date of Birth field, enter 6/23/1980.

Edit Client [ e ]

* Raguired

[

Farst Nama® Last Name*

‘Socal Security Nember et Age Desared Betinermemt Age
Add the date of
birth here.

Aodeess 1 Address T

Aocenss 3 any St Dip Cose

£ mail Home Phone ‘Work Phone

Aeview Do

6. Click Save.
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Creating Clients and Prospects Overview

You can organize the Clients & Accounts page by merging clients from the same Exercise 4: Create a
household into a single client record. Do the following: household

To edit a client’s profile, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

—  Home

Home

MORNINGSTAR Office =

Morningstar Research

Sl Q Search for Clients, Securities, Reports, and Research

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

1ent Reports Click here to begin.
Prospects
Billing iractice by starting a spreadsheet report on:
el ts under HTT Your practice's overall
» Reporting 1ent () performance
PRACTICE MANAGEMENT
» Workspace
e — [# Create Lists & Screens
| t
e Market Value Name
Securities r—

2. Check the boxes of the clients you want to merge.
3. From the toolbar, click the Merge Clients icon. The Merge Clients window opens.

—  Clients & Accounts

Active Clients
ZB ¢ Edit Settings| >-> Merge Clients | Q[ Select the clients,
then click here.
= Name Client Report Setting
&
» Class Examples After Global Default
» Cohen, Steven and Veronica 2o Global Default
| | » Corey Roop Global Default
» Doe Family Global Default
» Extra Client Global Default
» Extra Client1 Global Default
» Extra Client2 Global Default
» Felipe Jaramillo1 Global Default
» INVESTMENT PLANNING CLIENT Global Default
| | » Jennifer Roop Global Default

MmHNlNBS‘mn Morningstar Office Cloud April 2020 1
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Creating Clients and Prospects

Overview

4. Choose the primary client to merge into, then click Next.

Merge 2 Clients (Step 1 of 2) Cance

Choose the primary client to merge i

O Jennifer Roop

O Corey Roop

5. Select the incoming member's relationship to the primary client, then click Save.

Select the primary

client, then click Next.

Update Relationships (Step 2 of 2) Cancel (_< Back )

1 member{s) will be added to "Jennifer Roop".

Existing Members Relationship to Primary Member

Jennifer Roop Primary Member

Incoming Members

Corey Roop Unassigned v
Others

< Note: Once merged, you might want to update the client name to reflect both members. You
can do this by editing the client as described in Exercise 3 on page 9.

Select the relationship
of the incoming client,
then click Save.

MﬂHNINGSTAH Morningstar Office Cloud April 2020
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Creating Clients and Prospects

Exercise 5: Share a client

In some cases, you may want to share a client with other members of your firm. In this

exercise, you will share the Roop Family with another member of your firm.

< Note: If you are the only member of your firm, skip this exercise.

6. Hover the cursor over the Roop Family row. The Actions icon appears. Click the Actions

icon. The Actions menu opens.

7. From the Actions menu, select Client. The Share menu opens.

Clients & Accounts

Exercise 5: Share a client

Active Clients
P < os Column Set. Client Details v
Market Value

¥ Name Markst Value USD Date Client/Account Type
Roop Family R 0.00 — Client

» Sample Client Actions 1.91 12/27/2017 Client
Sample Group Client 0.00 — Client

¥ Wells Family Client 7 '6.08 12/27/2017 Client
Cynthia's Individual Account Members s (233 11/02/2017 Taxable
Cynthia's Individual QUICK Accour - P 1453 06/27/2016 Taxable

Client Web Portal v

Cynthia's Roth IRA o 000 U9/ Z6/Z017  Taxable
Cynthia's Trust onare i7.06 09/06/2017 Trust
John's Individual Account Lreate New Account 233 09/06/2017 Taxable
John's Rollover IRA Generate Report '6.52  09/26/2017 Traditional Roll.
John's SEP-IRA Convert to CRM 11.83  11/02/2017 SEP IRA
Joint Wells Account 1080 12/27/2017 Taxable

8. Click inside the Search for a colleague to share box. Then select the appropriate

colleague.

Share: Roop Family

COLLEAGUES

Select this option.

c_fﬁce user3

office us

Select this option.

MmHN'NBS'mH Morningstar Office Cloud April 2020
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Creating Clients and Prospects

Exercise 5: Share a client

9. From the Set Permissions drop-down menu, select Can Edit.

Share: Roop Family

X

Set Permission

Q. | office userd X Can Edit v

O Read Only

Can't edit or share.

@ Can Edit

Can edit and can share with others.

Share clients with your team.
Once you share a client, your colleagues' names
will appear here. You can change permission or

remove access at any time.

10. Click Share.

Select this option.

MOHNINGSTAH Morningstar Office Cloud April 2020
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Creating Clients and Prospects Exercise 5: Share a client

If you also subscribe to Redtail CRM, you can enter a client in Morningstar Office Exercise 6: Convert a
Cloud, then convert the client record to Redtail CRM. This will ensure that your record client to CRM
keeping is consistent between the two systems. Once you convert the client record

to Redtail CRM, be sure to make update the record within Redtail CRM. Updates in

Redtail CRM will sync with your record within Office Cloud automatically. To convert a

client to CRM, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

—  Home

Home
MORNINGSTAR Office =
Morningstar Research
arkets Q Search for Clients, Securities, Reports, and Research
CLIENT MANAGEMENT & ANALYSIS
LIlBnts @ Accounts 1ent Reports Click here to begin.
Prospects
Billing iractice by starting a spreadsheet report on:
et ts under A Your practice's overall
» Reporting 1ent () performance
PRACTICE MANAGEMENT
» Workspace
i [# Create Lists & Screeng
Import
Market Value Name
Securities Y

MmHNlNBSmH Morningstar Office Cloud April 2020 15
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Creating Clients and Prospects Exercise 5: Share a client

2. Hover the cursor over the Roop Family row. The Actions icon appears. Click the
Actions icon. The Actions menu opens.

3. From the Actions menu, select Convert to CRM. The Client menu opens. A warning
message appears.

Clients & Accounts

Active Clients

B Q. [ BportAll Column Set: Client Details v

Market Value

¥ Name Market Valug USD Date Client/Account Type
[ Roop Family (2 0.00 — Client
» Sample Client Actions 1.91 12/27/2017 Client
Sample Group Client '0.00 — Client
¥ Wells Family 7 6.08 12/27/2017 Client

Cynthia's Individual Account S 233 114022017 Taxable
Cynthia's Individual QUICK Accour 0y 5 1453 06/27/2016 Taxable
Cynthia's Reth IRA 1050 09/26/2017 Taxable
1705 03/06/2017 Trust

.!2..':"3 09/06/2017 Taxable

Cynthia's Trust

John's Individual Account

John's Rollover IRA Generate Report 652 09/26/2017 Traditional Rall. .
John's SEP-IRA Convert to DRI 11.85  11/02/2017 SEP IRA . .

: Convert to CRIV g - Select this option.
Joint Wells Account 1090 12/27/2017 Taxable

4. From the warning message, click Convert to convert the Roop Family to Redtail CRM.

& Note: Click Take Me to Review Page to review clients to review the CRM blotter and ensure
that you are not creating a duplicate record.

There are some contacts from Redtail currently in the incoming clients regiew page. are you sure you
want to convert? If a like contact exists in the blotter, please review befofé proceeding as these
contacts may already exist in Redtail.

vigw Page > Cance |w| Click here to convert the record.

MmHN'NBS'mH Morningstar Office Cloud April 2020 16
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Creating Clients and Prospects Exercise 5: Share a client

During prospecting you may chose to create prospect record rather than a client Exercise 7: Create
record. By doing this, you keep a record of prospects who have not yet joined your firm a prospect
without including them in your Clients & Account area. Prospects are housed within a

separate Prospect area and do not affect your practice AUM. To create a prospect, do

the following:

1. In the header, click the Create icon, then select Prospect. The Create Prospect
window opens.

MAORNINGSTAR Office < i

i - Click here to begin.
A o . - _ Account
[ ©X Search for Clients, Securities, Reports, and Research..

- Model Portfolio

Custom Benchmark

pment Reports List
Screen

r practice by starting a spreadsheet report on: Mote

ssets under _,/':‘/\ Your practice's overall Batch Schedule
ement LU ) performance
2. Inthe Prospect Name field, enter Wright Family.
3. Inthe First Name field, enter Stephen.
4. In the Last Name field, enter Wright.
Create Prospect @
*Reguired
Prospect Name* .
; There fields are
required to create
First Name |III-“ Namer* | a new prospect.
Focul Seourity Numbsr Dute of Bath Chent Age Desired Retrement Age
Address 3 _I_ City State. Tip Code
E-mail Home Phons Wark Phons
Reew Date

5. Click Create.

MmHNlNBS'mH Morningstar Office Cloud April 2020 17

© 2020 Morningstar. All Rights Reserved.



Creating Clients and Prospects

Exercise 5: Share a client

Once your prospect becomes a client, you can seamlessly convert the prospect record
to a client record. Once converted, all of your prospect information will be converted to
Clients & Accounts. To convert a prospect to a client, do the following

1. From the Menu, select Prospects. The Prospects page opens.

— | Home

Home

EXPLORE

Morningstar Research

Markets

CLIENT MANAGEMENT & ANALYSIS

(Clients & Accounts

MORNINGSTAR Office &

Q Search for Clients, Securities, Reports, and

1ent Fh'-\pnr'lc

Exercise 8: Convert a
prospect to a client

Click here to begin.

Prospects

Billing
Redtail CRM
* Reporting

iractice by starting a spreadsheet report on:

ts under

: Your practice's overall
ient Ry

performance

2. Hover the cursor over the Wright Family record, then from the Actions menu, select
Convert to Client. A warning message appears

All Prospects

Q[ Export Al

Column Set: Prospect Details v

» Wright Family

Market Value (USD M

Actions

3. Within the warning message, click OK. The Wright Family prospect record will
automatically move to Clients & Accounts.

Select this option.

MORNINGSTAR
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Creating an Account Overview

Creating an Account

In Morningstar Office Cloud, individual accounts comprise your clients’ portfolios. Overview
While some accounts contain a full transaction history, allowing you to analyze the

performance of an account during a specific time period, others simply show how an

account is positioned. This section details the difference between quick (positional)

accounts and transactional accounts, and how to create a quick account.

In this section, you will learn how to do the following:

» recognize the difference between a quick account and a transactions account
(page 19)

» recognize how transactional accounts are imported into Morningstar Office Cloud

(page 20)

recognize how quick accounts are entered in Morningstar Office Cloud (page 24)

review imported data (page 20)

recognize information available within the Data Issues page (page 21)

recognize information available within the New Accounts page (page 22)

recognize information available within the New Custom securities page (page 22)

edit a transactional account (page 22)

create an account (page 25)

recognize how to edit a quick account profile and settings (page 28)

recognize how to change your view within Clients & Accounts (page 29)

recognize how to exclude a transactional account from the client aggregate

(page 30), and

» recognize how to exclude a security from calculations. (page 33)

vV vV vV vV VvV VvV VvV VvVVvVY

The following table describes the difference between a quick account and a What is the
transactional account. difference between a
quick account and a
transactional account?

Account Type Description

Quick Account Tracks holdings and allows you to analyze how an account is
positioned. Does not account for any transactions.

Transactional Account | Provides a complete look at an account’s current position and
historic performance, including:

> buys

» sells

» dividends, and

» other transactions.

In Morningstar Office Cloud, accounts are created using the following methods:

» import through Back Office Services, or
» create manually by you (quick accounts only).

MmHNlNBS'mH Morningstar Office Cloud April 2020 19
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Creating an Account

How are transactional accounts imported into Morningstar Office Cloud?

Your Morningstar Office Cloud subscription includes a subscription to Morningstar
Back Office Services (BOS). The following tasks are outsourced to BOS:

» importing and reconciling transactional custodial files
» creating user-defined securities, and
» initializing new accounts.

For more information on Morningstar Back Office Services, contact your Customer
Success Manager.

Morningstar Office Cloud provides tools for you to review your daily imports, directly
from inside Morningstar Office Cloud. Use these tools to monitor reconciliation errors
and to view newly imported accounts.

The first time you log in after BOS initializes your data, you find a one-time message
from the BOS team letting you know that your data is ready for use.

Good News!

Your data is now available

As part of your daily import, we'll let you know of any potential issues regarding
your data, as well as any new clients, accounts or custom securities.

We recommend reviewing your impaorts daily, so that you can go about your
business confidently.

Click review at the bottom of the page to see your new data, or just jump right in

and get to work.
|' UK gutit ) | Click here to close.

Going forward, you have on-going access to the Review banner, located on the bottom

of the log-in screen. Use this tool to monitor your accounts daily.
MORNINGSTAR O ffice <

Q. Search for Clients, Securities, Reports, and Researc

Practice Management Reports

Bain insights inta your practice by starting a spread: ort o

Your practice’s overall P

Unrealized gains b losses
pertormance =/

for #ll your clients

Clients Create Lists & Screens

How are transactional
accounts imported into
Morningstar Office Cloud?

How do | review
data imported
into Morningstar
Office Cloud?

Click here to review
imported data.

MAORNINGSTAR
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Creating an Account What information do | find within the Data Issues page?

When you click on the Review button, the Review Incoming Data box opens. Here, you
will find the following three sub-pages:

» Unreconciled Positions
» New Accounts, and
» New

Review Incoming Data X

Select one of
these options.

Cleert Neme Account Number Holdings Secwrity ID Ticker Differencetwith +/- sgn|

L

The Data Issues page alerts you to shares imported from your data provider or What information
custodian, that do not match Morningstar calculations. For each impacted share, the do I find within
page will provide the following information: the Data Issues page?
» Client
» Account

» Holding, and
» Difference.

The BOS team is working on the reconciliation issues listed on this page, and the
shares will disappear once it is resolved. You can also export this page to Microsoft
Excel to keep a record or investigate any differences on your own.

Review Incoming Data X .
Click here to

|_ . | export to Excel.

Cleert Neme Account Number Holdings Secwrity ID Ticker Differencetwith +/- sgn|

L

FIRST TRUST ND AMER ENERGY £1F i Review shares
SHARES CRE Ui S AEIT ETF = o that have not
- EMLP ~50.00000 reconciled here.

MﬂHNlNGSTAH Morningstar Office Cloud April 2020 X
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Creating an Account What information do | find within the New Accounts page?

The New Accounts page alerts you to new clients and accounts added during the most ~ What information do |
recent import. For each new account listed, you find detailed information about the find within the New
new client or account. If you find discrepancies, you can edit the account profile within Accounts page?
Client & Accounts. You can access clients immediate by click on the Clients & Accounts

link within the header of the box.

When reviewing new clients and accounts, it's important to validate that each new
account is mapped to the appropriate client. To verify this information, scroll to the
Mapped Client Name field. If an account is merged with the wrong client, contact us
immediately at: officequestions@morningstar.com or (866) 215-2503.

Click here to
export to Excel.

Review Incoming Data X

Click here to immediately
access the Clients &
Accounts workbook.

Validate accounts are
mapped correctly here.

Similar to the New Accounts page, the New Custom Securities page alerts you to new What information do |
custom securities added during the most recent import. For each custom security find within the New
listed, you find detailed information about the security. Custom Securities page?

<« Note: Custom Securities entered manually will not appear on this page. See Exercise 11 on
page 36 for instructions on how to manually create a custom security.

If you find data discrepancies, click on the Securities link at the top of the window. Or,
if a security is merged with the wrong Morningstar security, contact us immediately at:
officequestions@morningstar.com or (866) 215-2503.

Review Incoming Data X

Click here to
export to Excel.

T ———

Click here to
immediately access the
Securities page.

Validate securities are
mapped correctly here.

In order to edit account information for transactional accounts entered through BOS, Exercise 9: Edit a
you must first navigate to the Edit Account Profile/Settings window. In this exercise, transaction account
imported through BOS

MﬂHNlNGSTAH Morningstar Office Cloud April 2020 2
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Creating an Account What information do | find within the New Custom Securities page?

you will navigate to the account profile of a transactional account in order to edit
account information. Do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

= MOORNINGSTAR Offig

Sl Q Search for Clients, Securities, Reports, and

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts 1ent Reports Click here to begin.
Prospects

Billing iractice by starting a spreadsheet report on:

Aedtail CRM ‘ts under :/ Your practice's overall

» Reporting 1ent L) performance

PRACTICE MANAGEMENT

[ Create Lists

2. In the Sample Client row, click on the expand icon to view accounts.

3. Hover the cursor over the Sample Transactional Account row. The Actions icon
appears. Click the Actions icon. The Actions menu opens.

4. From the Actions icon, click Edit Account Profile/Settings. The Edit Account
window opens.

Clients & Accounts

Q. [ bxport Al Column Set: Client Details v/

] Name Market Value (USD] Marke

153.283.82 08/15)
95.839.29 08/15)
365,152.34 08/15)

Actions
Click here to

export to Excel.

Morningstar Office Cloud April 2020 23
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Creating an Account

How are quick accounts entered in Morningstar Office Cloud?

5. Remain on the Profile page to edit account details.

Edit A cSample T A Save .
Click here to save.
5 *eguired
gs Account Name® Account Number
Sample Transactional Account 2008z002
Select each page
Aecount Dwneris)® fo make Changes
to the account.
Account Cateqory® Inuastmant Strateqy
Individual Taxable v ol W
Account Type® Investment Objective
Taxable v Nonz W
Account Closed Date Business Type
None v
Performance Start Date Cusrent Custodian
v
] D
6. Click Save.

Quick accounts are positional accounts that show how an account’s positions are
performing. They are most often used to illustrate account positions for the

following situations:

» held-away accounts, to provide a holistic view of the entire portfolio, or
» current state of account positions during prospecting.

Held-away accounts are frequently entered using ByAllAccounts (BAA), which is part
of your Morningstar Office Cloud subscription. Contact your Customer Success
Manager for more information about ByAllAccounts.

In prospecting, a quick account is entered manually, using a recent statement from

the prospect.

How are quick
accounts entered in
Morningstar Office Cloud?

MAORNINGSTAR

Morningstar Office Cloud April 2020
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Creating an Account

How are quick accounts entered in Morningstar Office Cloud?

Quick accounts are assigned to specific prospects, clients, or households. Meaning,
you cannot create a quick account for use with multiple prospects or clients.

In this exercise, you will create a quick account for the Roop family, the client you
created in exercise 2. To create a quick account for the Roops, do the following:

1.

On the header, click the Create icon, then select Account. The Create an Account

window opens.

Clients & Accounts

Create

Exercise 10: Create
an account

Usel  Cu

UseU |

Russe M

Active Clients

S
Name it Valoe (US0) Market Valae Date ChientAccount Type  Primar ——
N

> JRXNHAS6Z 0.00 Clients

» HOOXEIT 0.00 Clients

= GO006386 o — Clients Lise U

» H000(8787 0.00 Clients Usa U

¥ Albert Linstein JMVESEBA  DIZAR0NY Cliants 9%

» Alexander Hamilton 2AS6ATI S 077242019 Clients

ek Click here to begin.

faul Setting ’:‘
fault Sexting |
Inult Seting 4
lauh Setting

usn
fauh Serting

In the Account Name field, type Current Account.

Click inside the Client or Prospect search field.

In the Search Clients & Prospects field, type Roop, then select the Roop Family.

From the Account Category drop-down menu, select Individual Taxable.

From the Account Type drop-down menu, select Taxable.

Create an Account

Account Name*

Current Account

Yfou can always change these details later in Settings

Account Number

*Required

Client or Prospect®

Roop Family

Account Category®

Individual Taxable

Account Type*

Taxable

Primary Benchmark®
Marningstar US Market TR USD

Model Portfolio

Nong

Click the Add Holdings button. The Add Holding menu opens.

In the Type to Search field, enter DODIX.

Complete all required fields..

MAORNINGSTAR
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Creating an Account How are quick accounts entered in Morningstar Office Cloud?

9. From the Morningstar Securities menu, select Dodge and Cox Income.

Creating: Current Account 09/04/2019 Roop Family {7 P cancel )
Choose holdings for this account, then set your allocations by entering the weignts or market value or shares
| -+ Add Holdings | w_:Ee:Equa Weight )
After clicking the + icon, enter
DD @ Add folding the security you want to add.
Asset Alloc Stock Agsset Allac Bon
| Name | A ]CJI’V] X 4 (Net) (Net
Wom MORNINGSTAR SECURITIES ART 100.0000 0.0001
Edite  ame Identifier Type Exchange = &
Unal SHEOS = -
Dodge & Cox Income DOoDIX Open-End Fund NASDAQ
CUSTOM SECURITIES NO RESULT

10. Click the Add Holdings button. The Add Holding menu opens.

Creating: Current Account 09/04/2019 Roop Family £

Cnaoose holdings for this account, then set your allocations by entering the weights or market value or shares.

Click here to select
another security.

cation Vv

Column Set: Asss

Market Asset Alloc Stock Agset Alloc Bon

Name Weight % Value(USD) Shares Price  Ticker Net) (Nel
Mormingstar US Market TR USD - - - — MISTART 100,0000 0,0001

Edited 100,0000  10.000,0000 — - - - -
Unallocated Cash 100,0000 ~ 10.000,0000 10.000.... L - -

| 1 Dodge & Cox Income - - — 142100 DODIX 0,0000 95,101

11. Repeat steps 5 and 6 for the following tickers:

» |JH

> VW

» PRDSX

» TGBAX, and
» VWO.

@ Note: If more than one option appears, select the first option available.

12. In the Weight column, enter the following weight percentages for each security:

< Note: You can also enter values by amount or number of shares held.

Investment | Weight
DODIX 20
IJH 10
VW 15
PRDSX 20
TGBAX 15
VW0 20

MﬂHNlNGSTAH Morningstar Office Cloud April 2020 %
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Creating an Account

What else can | do when creating a new account?

13. Click Calculate. The Allocation graph populates.

Creating: Current Account 09/05/2019 Roop Family £}

Choose holdings for this accaunt, then set your allocations by entering the w

Signis or market valug or snares

et: Asset Allacation v

Name Weight % Valu

Market
#(USD) hares Pri
= — MSTART

ice  Ticker

Allocation » Long RzzcNgd » 08/31/20

100,0000

—_—
Morningstar US Warket TR USD —
Edited 100,0000  10.00p1000 - - -
Unallocated Cash 0.0000 0.0000 0.0000 1.0000 SCASHEQS 75,0000
_] 1 Dodge & Cox Income 2.000,0000 140.7480 142100 DODIX
O iShares Core S&P Mid-Cap ETF 1.000.0000 52275 1914800 1WH
7] hares S&P 500 Growth ETF 1.500.0000 8,1954 1830300 W
O] 4T Rowe Price QM US Small-Cap Gr Eq 2.000.0000 52.0969 383900 PRDSX
[ mpleten Global Bond Adv 1.500,0000 140.7128 10,6600 TGBAX
1] nguard FTSE Emerging Markets ETF 2.000,0000 485909 417600 VWO 500000

25,0000

0,0000

Benchmaric

Edited

W US Stock

B Non-US Stock
Bond

M Cash

I Other/Not
Classified

After entering a weight
for each security, click
calculate to generate
this graph.

14. Click Save.

In some cases, you may want to change the portfolio date to match a client’s
current statement or change a benchmark to more closely mirror the securities that
comprise the account. Use Portfolio Settings to make the following adjustments to your

new account:

» Portfolio Date
» Primary Benchmark
» Model Portfolio

What else can | do when
creating a new account?

Select Portfolio
Settings here.

Editing: Current Account 09/05/2019 Roop Family @
Choose holdings for this account, then set your 2| Portfolio Settings BS.
(: + Add Holdings ;] (" Ser Equal Weight ) Farticiio Hista ;
i _ 09/05/2019
s | i BEg|
. ) Primary Benchmark 5
Moderate
I Name Miode! Portfolio 5 'rice  Ticker
None
Maderate
Existing - 10.000.00 - - -
Edited 100.00 10.000.00 e R
Unallocated Cash 0.00 0.00 0.00 100 SCASHEQS
] 1 vanguard Intmdt-Term Trs ETF 40,00 4,000.00 50 68 6702 VGIT
| 2 Vanguard FTSE Developed Markets ETF 25.00 2,500.00 61.24 4082 VEA
—| 3 SPDR®BImbg Barclays High Yield Bd ETF 20,00 2.000.00 18.41 10854 JNK
| 4 iShares MSCI EAFE Value ETF 5.00 500.00 1087 46.00 EFV
] 5 Schwab US TIPS ETF™ 5.00 500.00 875 57.15 SCHP
] 6 Vanguard Total Bond Market ETF 5.00 500.00 580 24.71 BND

MAORNINGSTAR
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Creating an Account

How can | edit the account profile and settings for a quick account?

After creating a quick account, use the Action icon to access the Account Profile and

Settings. Do the following:

1. Hover the cursor over the Current Account row. Then click the Action icon.

2. From the Quick Account Actions menu, select Edit account profile/settings.

Clients & Accounts

How can | edit the
account profile
and settings for a
quick account?

Active Clients *
2 N By
25 A4 [ Export Al
Mame Market Value (USD) Market Value Date Client/Account Type
[
» John Keats 686.458.85 10/22/2019 Clients
»- Inhnsan Family (Quick Account Actlons LiE
» Peterson Family ents
¥ Roop Family Edit holdings ents
SR RecIne ) H Edit account profile/settings A
» Sample Client m ents
- aenerate report...
» Sample Client ents
» Shea Family Delete account ents
» Tucker Family P T e wiients

Select these options.

3. From the left side of the screen, select Profile to edit account information.

Edit Account : Current Account

Settings

Account Name*

Current Account

Account Number

" Required

Account Owner(s)*

Cary Roap X

Account Category*

Individual Taxable

Account Type*

Taxable

Editthe necessary
fields here-

MAORNINGSTAR
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Creating an Account How do | change my view within the Client & Accounts grid?

4. From the left side of screen, select Settings to edit account settings.

Edit Account : Current Account ( Cancel ) @

Primary Benchmark *Required
Settings > Client Default

Secondary Benchmark (Optionall (O ) Displa

Tertiary Benchmark (Optionall () Displa

Model Portfolio

Client Default v

[t

After your clients and accounts are entered, you can filter which clients and accounts
are visible within your grid view. The following options are available within the View By

Editthe necessary
fields here-

How do | change
my view within the

drop-down menu: Client & Accounts grid?
» All Clients > All Account
» Active Clients » Active Accounts
» Inactive Clients » Inactive Accounts
To change your view, do the following:
1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.
Home
MAORNINGSTAR O ffig
Morningstar Research
s Q Search for Clients, Securities, Reports, and
CLIENT MANAGEMENT & ANALYSIS
L e 1ent Reports Click here to begin.
Prospects
Billing iractice by starting a spreadsheet report on:
Tl ts under _/':*/\ Your practice's overall
» Reporting 1ent (&) performance
PRACTICE MANAGEMENT
* Workspace
[yt [# Create I-LS_E_E
MmHNlNBS'mH Morningstar Office Cloud April 2020 29
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Creating an Account

How do | exclude a transactional account from the client aggregate?

2. Inthe upper left corner of the workbook, click the View By drop-down menu. Then
select the view you want to see.

—  Clients & Accounts

Active Clients

| View By
All Clients
Active Clients 4
Name . . larket Value (USD] Market Value Date
A nactive Clients
» 0820Adviso | All Accounts 31,398.59 06/21/2019
» 0821Ckent- [ o o e Clients 30.319.24 06/21/2019
» 0822-0c3-1 . T — 0.00 —
s EGACATIED] | SrERrMERLInACE e —135,122.78 06/21/2019
» ABEL COLEBHUUK -2.808.71 06/21/2019
» ABEL MADERI 405,593.70 06/21/2019
» ADELE HULT 1.083.27 06/21/2019
» ALEXAN CRENSH ALVA 71585 06/21/2019
» ALEXAN RITSCH SMUL -3.965.58 06/21/2019

In some cases, you may want to exclude a transactional account from the client
aggregate. Once excluded, these accounts are no longer included in performance or
billing calculations. Excluded accounts appear gray within the Account Analysis table.

# Note: Quick accounts cannot be excluded from the client aggregate.

Choose from
these options.

How do | exclude
a transactional

account from the
client aggregate?

—  Clients & Accounts

Active Clients v

Q[ Export Al

Analytical View

Neme
.

Account Analysis = D5/30/2079

Name

¥ ALEXAN RITSCH SMUL
54 DIVIDUAL

ALEXAN RITSCH SMUL

Market Value[USD)  Net Investment ¥

1.166.3 0.0 i

» ALEXAN SWABER

> AMITA MONIE

» ANDY BARRO GAMRA

» AROD SHATIL

» AUREL ALEXAN

» AUREL BEND

VITH RIGHTS OF §

1683 ek This account is excluded

from the client aggregate.

MORNINGSTAR
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Creating an Account

How do | exclude a transactional account from the client aggregate?

To exclude a transactional account from the client aggregate, do the following:

1. From the Menu, select Clients & Accounts. The Client & Accounts page opens.

EXPLORE

Morningstar Research

MOORNINGSTAR Offig

Markets

Q, Search for Clients, Securities, Reports, ar

nd

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts
1ent Reports
Prospects
Billing
Redtail CRM s under
> ng:.f:'qg 1ent

PRACTICE MANAGEMENT

(o)

[# Create

ractice by starting a spreadshest report on:

Click here to start.

Your practice's overall
performance

Lists §

2. On the Grid, click the carat next to a client that contains a transactional account.

3. Hover the cursor over the transactional account you want to exclude.

4. From the Transactional Account Actions drop-down menu, select Edit account profile/

settings. The Edit Account dialog box opens.

' Clients & Accounts

Active Clients v

—y = " r
O [ Export Al Colu

Mame
Y

Market Value (USD)

[ JaLExan RiTSCH SMUL

-WWITH RIGHTS NES

—3,404.18

» ALEXAN SWAGER

» AMITA MONIE

» ANDY BARRO GAMRA
» ARDD SHATIL
» AUREL ALEXAN

anage acc

Generate report...

-

unt's holding calcu

Select this option.

MORNINGSTAR
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Creating an Account

How do | exclude a transactional account from the client aggregate?

5. On the left side of the Edit Account dialog box, click Settings.

6. Check the box next to Don't include this account in client aggregate calculation.

Edit Account : 545154997 - INDIVIDUAL (cancel )

Profile

Settings

Primary Benchmark *Required
Use Client Default Setting Q

Secondary Benchmark (Optional) () Display

Tertiary Benchmark (Optional} ©) Display

Model Portfolio

\Jse Client Default Setting v

\

Don't include this sccount in client aggregate

calculation

7. Click Save.

Select this option to exclude
from the client aggregate.

MAORNINGSTAR
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Creating an Account How do | manage security calculations?

In addition to excluding accounts from the client aggregate, you can also manage How do | manage
calculations for individual securities in the following ways: security calculations?

» Exclude from Performance Calculations

» Exclude from Billing Calculations, or

» Mark as an Unmanaged Asset, which will automatically exclude the security from
both performance and billing calculations

To manage security calculations from the Clients & Accounts workbook, do
the following:

1. From the Menu, select Clients & Accounts. The Client & Accounts page opens.

—  Home

= MOORNINGSTAR Offig

Q, Search for Clients, Securities, Reports, and

1ent Reports Click here to start.
Prospects
Billing iractice by starting a spreadsheet report on:
Tl ts under :/\ Your practice's overall
» Reporting 1ent L) performance
PRACTICE MANAGEMENT
» Workspace
RFnrretir [# (Create I-LS.LS_E

MmHNlNBSmH Morningstar Office Cloud April 2020 33
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Creating an Account

How do | manage security calculations?

2. Onthe Grid, click the carat next to a client that contains a transactional account.

3. Hover the cursor over the transactional account you want to exclude.

4. From the Transactional Account Actions drop-down menu, select Manage account's

holding calculation. The Manage Holding Calculations dialog box opens.

Clients & Accounts

Active Clients v

~ e .
L) [ Export Al

=

Column Set: Client Details

Name
&

Market Value (USD)

[ hLExan RiTSCH SMuL

—-3.404.18

JMNSeperate

URLLITL

VIDUAL

-\WITH RIGHTS NE S

[&a] —- 677.97

Transactional Account) Actions

» ALEXAN SWAGER -
~| » AMITA MONIE Sules il
~| » ANDY BARRO GAMRA l2nerate report.

> AROD SHATIL | Manage account's holding calculations |

» AUREL ALEXAN

Select this option.

In the Search All Holdings field, type a security you want to exclude.

From the options listed, select the correct security.

Manage Holding Calculations For 545154997 - INDIVIDUAL

Add the holdings you want to exclude from this account's data and reporting calculations

Type a security
identifier here.

| a X
Name Identifier Exchange Type
| Shares S&P 500 Growth ETF VW NYSE ARCA Exchange-Tr...

You haven't excluded any holdings from
this account's calculations yet.

Select the
correct option.

MAORNINGSTAR
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Creating an Account How do | manage security calculations?

7. Check the box under Don’t Calculate for Performance.

Manage Holding Calculations For 545154997 - INDIVIDUAL (el ) (D

Choose haldings to exclude from performance or billing data for this account. You can also mark them as unmanaged to exclude from practice
management and billing. These can be updated at any time

Q. Search for holdings in this account to exclude.
EXCLUDED ACCOUNT HOLDINGS Excluded From  Excluded From Merk As
Performance Deta  Billing Date Unmanaged Asset
iSharss 587 500 Growth ETF | VW [ o | Select from
these options.
8. Click Save.

MmHmNGS‘mH Morningstar Office Cloud April 2020
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Creating a Custom Security How do | manage security calculations?

Creating a Custom Security

A custom security (or user-defined security) represents a holding not found in the Overview
Morningstar database. Custom securities can help you accurately review and report
on all securities held by your clients.

You can create and manage custom securities as client holdings.
In this section, you will learn how to do the following:

> create a custom security (page 36)
» add a custom security to a quick account (page 38), and
» edit a custom security (page 40).

To create a custom security, do the following: Exercise 11: Create

1. From the Menu, select Securities. The Securities page opens. a custom security

— | Home

Home
MORNINGSTAR Office =
Morningstar Research

S Q_ Search for Clients, Securities, Reports, and Research
CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts

1ent Reports
Prospects
Billing iractice by starting a spreadsheet report on:
Tl ts under :/\ Your practice's overall
» Reporting 1ent L) performance
PRACTICE MANAGEMENT
» Workspace
ntegrations [# Create Lists & Screens
: ) Click here to begin.
mpart . .
Market Value Name

Securities Y

MmHNlNBSmH Morningstar Office Cloud April 2020 36
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Creating a Custom Security How do | manage security calculations?

2. Inthe header, click the Add Security icon. The Create Custom Security window opens.

Securities

Click here to add a security.

MName Ticker / Symbal
s

483 ESCROW GCB GEN MOTOR CORP BOND 06.7500.  —
484 ESCROW GCB GEN MOTORS BOND 08.37500% 07 —

3. Atthe top of the window, make sure Basic is selected. Then enter information in the
various fields.

< Note: In most of the fields, you can make a selection from a menu.

Create Custom Security Cance m
Detz Price Information |
Be sure to select and review the
R o ) options on each of these tabs.
Security Type * Name *
Fixed Income v
Symbol/Ticker CUSIP
ISIN Security Sub-type
v
Aszet Class Exchange
W : v
Sector Base Currency
W US Dollar %
Industry Country
v United States W
Country of Origin
United States v
Link Morningstar Investment @ Importad Price Source
O Marningstar Price Source
[ Display as Mom ngstar Security

4. At the top of the window, select Detail. Then enter information in the various fields.

< Note: In most of the fields, you can make a selection from a menu.

5. At the top of the window, select Price Information. Then enter information in the
various fields.

< Note: In most of the fields, you can make a selection from a menu.

6. When you are finished, in the upper-right corner, click Done.

MmHN'NBS'mH Morningstar Office Cloud April 2020 37
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Creating a Custom Security How do | manage security calculations?

In this exercise, adding a custom security to a new quick account is shown, but the Exercise 12: Add a
same principles apply to adding a custom security to an existing quick account. custom security to a

Do the following: quick account

1. Inthe Clients & Accounts Grid, locate the row of a client.

2. From the row's Actions menu, select Create New Account. The New Account
window opens.

—  Clients & Accounts

Active Clients
(V1B Q [ Column Set: Client Details v
[} Name Market Velue {(USD) Market Value [
s
B » J.D. Salinger ® 540,994.84 06/28/2019
» Jim Winklehoffer N2 477 3] 06/28/2019
» John Keats Actions 06/28/2019
» Johnson Family 06/28/2019
» Matt Zook Client ? 0612812019
» Peterson Family Members > 06/28/2019
» Roop Family Client Web Partal 5 06/28/2019
» Sample Client = ) . 06/14/2011 Select this option.
» Shea Family Lreste llew Accoun 06/28/2019
» Tucker Family Generate Repart 06/28/2019
» Wells Family Convert to CRM 06/24/2019
» Wells Family Demo 06/24/2019

3. Inthe New Account window, click the Plus sign. The Add dialog box opens.
4. Inthe Add dialog box, type 12399.

Untitled \»  06/20/2018 »  ADELE HULT

EX

Asset Allocation v

In this exercise, Search is used to
Add locate a user-defined security.

MmHNlNBS'mH Morningstar Office Cloud April 2020 38
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Creating a Custom Security

How do | manage security calculations?

5. Select the custom security to be added. The Add dialog box closes and the custom

security is shown in the New Account window.

The new account is shown here.

Untitled »  06/20/2018 ++  ADELE HULT v X
Asset Allocation w
Asset Alloc
Name Weight Market Value Bond (Net)
—e e
Edited 100.00 10,000.00 —
Unallocated Cash 100.00 10,000.00 —
| CFS FC W Pen-BT W Monthly Income Plus | - - -

6. Inthe Market Value column, enter 500.

7. In the upper-right corner of the window, click the X to close the New Account window.

8. When prompted to save the portfolio, type CVS FC W. Then click Save.

Do you want to save this portfolio?

U ool
Lo Tl WY

Type the account name here.

In the Clients Grid, CVS FC W is highlighted under the client name.

Clients & Accounts

Clients & Accounts Overview Asset Allocation Performance Risk vs Return Transactions
Clients Grid
212 2 A Column Set
Market Value

Name (USD) Market Value Date
v ADELE HULT 74,146.18 06/20/2018
574879030 - TRUST - UNDER AGREEMENT 1,083.27 03/06/2018
ahl1-rename 10.571.50 06/19/2018
|C\l'S FC W | 10,000.00 DB/20/2018
regri 10,000.00 06/18/2018
T1765803 account 12,337.87 06M19/2018
T2050168 account 10,153.54 03/06/2018
Test PBCCDI-2137 10,000.00 06/11/2018
Untitled2345 10,000.00 03/06/2018

The accounts are
listed alphabetically.

MAORNINGSTAR
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Creating a Custom Security

How do | manage security calculations?

At times, you might need to change a custom security’s information. For instance,
when Morningstar creates a new category, you could find that a custom security fits

Exercise 13: Edit
a custom security

better in the new category.

1. From the Menu, select Securities. The Securities page opens.

— | Home

Home

EXPLORE

Morningstar Research

MOORNINGSTAR Office <

Markets

Q_ Search for Clients, Securities, Reports, and Research,

CLIENT MANAGEMENT & ANALYSIS

1ent Reports

PRACTICE MANAGEMENT

* Workspace

Prospects

Billing iractice by starting a spreadshest report on:

Fedtail CRM ‘ts under ; :/\ Your practice's overall
» Reporting 1ent L&) performance

Integratians [# Create Lists & Screens
T Click here to begin.
| I lame
L —

2. Hover the cursor over the row for the security you want to edit. The Actions icon

appears to the right of the security name.

3. From the Actions menu, select Edit. The Edit Custom Security window opens.

Name

¥

485 PEOPLES BK NA MARIETTA OH 3.85000% 05/29
486 PENNSYLVANIA ST TPK COMMN TPK REV REV
487 PENNSYLVANIA ST TPK COMMN TPK REV REV
486 PENNSYLVANIA ST TPK COMMN TPK REV 05.0
489 PENNSYLVANIA ST HIGHER EDL FACS AUTH 0f
490 PENNSYLVANIA ST HIGHER EDL FACS AUTH D¢

483 PEOPLES FEDERAL SAVINGS BANK CD 2.10000%  —
484 PEOPLES FEDERAL SAVINGS BANK 1.90000% 10

Ticker / Symbol

o]

Actions
Note the highlighted selections.

4. At the top of the window, make sure the Basic tab is selected.

5. If you want to change the value of a field, enter new information or make a selection

from its menu.

MORNINGSTAR
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Creating a Custom Security

How do | manage security calculations?

& Note: The Edit Custom Security window offers the same options as the Create Custom

Security window.
Edit Custom Security Cance -'@
Basic Deta Price Informatior :l
Security Type * Name *
Fixed Income ¥ ENERGY NORTHWEST WASH ELEC REV ELE
Symbal/Ticker CUSIP
29270CWET
ISIN Security Sub-type
Sele ecurity Sub-tyoe v
Asset Class Exchange
Fixed Income-0ther 3% Sele Fxchange
Sector Base Currency
Select a Secto W US Dollar
Industry Country
5 W United States
Country of Origin
United States

Link Marningstar Investment

® Importad Price Source

Be sure to select and review the
options on each of these tabs.

(O Momingstar Price Source

(] Display as Morningstar Securit

The edited security is updated in all accounts it is found in.

6. Repeat step 4 in the Detail and Price Information tabs.
7. When you are finished making changes, in the upper-right corner, click Done.
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Assigning Models and Benchmarks to Clients and Accounts

Overview

Assigning Models and Benchmarks to Clients and Accounts

Assigning model portfolios to clients and accounts allow you to better monitor whether
your clients’ accounts are in line with the strategy you are trying to achieve.
Benchmarks are assigned to ensure that the investment lineup remains competitive
against similar investment lineups.

Once assigned, you can use these tools to create reports. They can also be used with
components to analyze portfolios and accounts.

In this section, you will learn how to assign a custom benchmark and model portfolio to
a client. In order to complete the exercises in this section, you must first complete the
exercises in the Working with Custom Benchmarks and Model Portfolios manual.

In this exercise, you will assign the custom benchmark and model portfolio you
created in the Working with Custom Benchmarks and Model Portfolios manual, to the
Roop Family.

To assign a custom benchmark and model portfolio at the client level, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

— | Home

Home
MAORNINGSTAR Offig
Morningstar Research
Markets Q. Search for Clients. Securities. Reports. and
\{ Search for Clients, Securities, Reports, anc
CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts
1ent Reports

Prospects
Billing iractice by starting a spreadsheet report on:
Tl ts under :/\ Your practice's overall
» Reporting 1ent L) performance
PRACTICE MANAGEMENT
» Workspace

Pt [& Creats I-LS_tS_E

Overview

Exercise 14: Assign a
custom benchmark and a
model portfolio to a client

Click here to begin.

Morningstar Office Cloud April 2020
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Assigning Models and Benchmarks to Clients and Accounts Overview
2. Hover the cursor over the Roop Family record, then from the Actions menu, select
Client. The Client menu opens.
Clients & Accounts
iActive Clients
) O e Column Set: Client Details v
J Name Market Value (USD) Market Value Date Client/Ad
|| » Morgan Family 0.00 — Clients
| » Morgan, Elizabeth . '%
|| » New Test Cleint fictions ents
L ‘»0droi iy Clisnt > | ™8 Select this option.
[_| » Odro, Anthony and Margeurite eralers ents|
[ Roop Famil I ®
o i il 1 iont Web Portal s
|| » Sample Client ents|
) » Smith Create New Account ents|
[ | » Spice Family Generate Report ents|
3. Select Client Profile/Settings. The Edit Client window opens.
Clients & Accounts
Active Clients
Ep Column Set: Client Details v
Name Market Value (USD) Market Value Date Clien
[_] » New Test Cleint (<) Client ents
|| » Odro Family ents
[ » Odro, Anthony and Margeurite ents Select this option.
["] » Roop Family @ ents
[] » Sample Client ents
] » Smith ents
[1 » Spice Family ents
4. Inthe Edit Client window, select Settings.
5. Inthe Primary Benchmark area, click the Search field. The Benchmark menu opens.
6. Inthe Search field, type Moderate.
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Assigning Models and Benchmarks to Clients and Accounts

Overview

7. From the search results, select Moderate.

BBGE  NModerate Tax w/ Al

Moderate Tax wio Al

ANl

8. In the Edit Client window, click Model Portfolios to open its menu.

9. Scroll down, then select Preferred Investments.

Edit Client
Profile
Sattings I\ 7 Primary Benchmark®
[ Fcommonted Portle
Second (<) Benchmark Jisplay
Q
ﬂ moderate .
Tertiany | Moderate Jisplay
a Select the

appropriate option.

Edit Cliant

: I—m Click here to save.

Clicst Report Setting

Primary Benchasark “Hegsired

Momingstar US Maskst TR USD

Secondary Benchmark (Optional) @ Display

Tetiary Banchesar (Dptiosal) W Display

Select the appropriate option.

10. Click Save.

MAORNINGSTAR
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Using Custom Benchmarks and Model Portfolios with Components

Overview

Using Custom Benchmarks and Model Portfolios with Components

In Clients & Accounts, you will find a series of tabs, which contain charts, tables and
research tools. These charts, tables and research tools help analyze your clients’
portfolios to ensure that they remain consistent with the strategy you are trying to
achieve and perform competitively against similar line-ups. You can use model
portfolios and custom benchmarks with charts and tables to assist with your analysis.

In this section, you will learn how to assign a custom benchmark and model portfolio to
a chart.

Use a custom benchmark with a chart to quickly and efficiently review how your clients
accounts are performing against similar allocations.

In this exercise, you will assign the custom benchmark you created in the Working
with Custom Benchmarks and Model Portfolios manual to the Historical Return
Monthly component.

& Note: In Exercise 14 on page 42, you assigned the benchmark to a client. Be sure that client is
still highlighted.

To apply a custom benchmark to a component, do the following:
1. Inthe Clients & Accounts page, click the Roop Family. The Analytical View opens.

2. Select the Performance tab.

= Clients & Accounts

Overview

Exercise 15: Assign a
custom benchmark to

a component

@ » Roop Family —_—

-5.00

—10.00 —_—

Jul  Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
2018 1

Market TR USD

Active Clients v Analytical View pd
* ) Q@ Overview  Asset Allocation | Pe m feses @) + | [B Ed
“ : )
Click this tab.
ﬁ'ﬁ"‘e 10.00 _ M Roop Family
~ Momingstar US

MmHN'NBS'mH Morningstar Office Cloud April 2020
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Using Custom Benchmarks and Model Portfolios with Components

Overview

In the header of the Historical Return Monthly chart, click the Settings icon. The
Settings menu opens.

Clients & Accounts

Active Clients v Analytical View

_\l l—_;ll Overvie As

Historical Return

Monthly = 07/01 8- 06/30/2019 = Roap Family

M Roop Family

Name 10,00
A —_—
- — Mormingstar US
» Roop Family - Market TR USD
5.00

—
0.00 I
500
-10.00 —
Ju Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
2018 2019

From the Settings menu, select Benchmark. The Benchmark menu opens.

Clients & Accounts

Click this icon.

Active Clients v Analytical View pd
|—_)7 C A on Ris ew T:
Historical Return = Manthly = 07/01/2018 - 06/30/2013 = Roop Family
Name 10.00 Component Settings Family
X
. Time Period ingstar US
+/ > I ,
W) ooy fomlly 07/01/2018 - D6/30/2019 et TR USD
T 500 Frequency 5
—— Monthly
. . gstar US Market TR USD :I
—
L Clisnt Data Calculstion 5
Include Quick Accounts
Display Settings
500 —
Data View
—_— Chart ’
-10.00 —
Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
2018 2019

Select this option.

MAORNINGSTAR
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Using Custom Benchmarks and Model Portfolios with Components Overview
5. Select User Created. The User Created menu opens.
6. Select Custom Benchmarks. The Custom Benchmarks menu opens.
7. Select the Moderate benchmark.
Clients & Accounts
Active Clients Analytical View b4
-_ Qo Parficmanci 3 s: @) +
Historical Retwmn = Manshly = 07/07/2015 - 0¥ Hoop Fam L
] E.“ 10.00 Custom Benchmarks
®  » Roop Family
Select this option.
=10.00
8. Click the Settings icon to close its menu. The Benchmark displayed will change to the
custom benchmark you selected.
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Managing Client & Account Settings for Multiple Clients Overview

Managing Client & Account Settings for Multiple Clients

When working with Clients & Account, you have the option to assign settings at Overview
various levels of the program. These levels include the following:

» Global Default
» Multiple clients and accounts, and
» Individual clients and accounts.

In this section, the following topics are covered:

» assign global default settings (page 48), and
» assign settings for multiple clients at once. (page 50)

When client and account settings at the global level, you are selecting the settings Exercise 16: Assign
your clients are automatically assigned to when they are initially set up in the system. global default settings
These settings can be changed for individual clients and account, or multiple client and

account at once. The global account settings are available:

» Primary, Secondary, Tertiary benchmarks

» Show liquidated holdings

» Price Source, and

» Capital Inflow Limit for TWR Calculation (%)

In this exercise, assign a primary benchmark for all clients & accounts. Do
the following:

1. From the header, select the Account icon. The Account menu opens.

MOMINGSTR Office =

(& Search for Clients, Securities, Reports, and Research.

Click here to start.

Practice Management Reports
Gain insights into your practice by starting a spreadsheet report on

L0 Your assets under # > Your practice's overall /N Unrealized gains & losses

=0 [ ) )| :
T management Ly performance Nt for all your clients
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Managing Client & Account Settings for Multiple Clients Overview

2. Click Global Settings. The Global Settings box opens. Then select Client Accounts.

Global Settings Cance Save
General * Required fields
Data Farmat Primary Benchmark * Secondary Benchmark Tertiary Benchmark
Data Format
. No Benchmark Change No Benchmark Select No Benchmark Select
Calculation h
Impersanation Show Liquidated Haldings Use Momingstar Price Capital Inflow Limit for TWR
lient Accounts > i Vae Calculation (% . .
oo ® Ves i Select this option.
Billing @ No No 10
Reporting Only whole numbers from 1 to
it 100,

3. Inthe Primary Benchmark area, click Change. The Change Benchmark menu opens.

4. In the Search for Benchmark field, type Morningstar US Market TR USD. The select
the correct option.

Global Settings Cancel ) @

* Required fields

st Primary Benchmark * 5 dary Benchmark Tertiary Benchmark
- No Benchma l e | No Benchmark Selact No Benchmark Select
Calculation
imperzanation (Z) thange Benchmark star Price Capital Inflow Limit for TWR
Client Ac it 2 Caleulation (%)
Billing | Q Momingstar US Market TR USD | 10 Select the appropriate
T S— o o benchmark here.
H'_'|,'L;'E'!Ig Viormingstar US Market TR USD Only whole numbers from | to

: o T Tl
Marmingstar US Mkt Factor Tilt TR USD

5. Click Save.
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Managing Client & Account Settings for Multiple Clients

By default, settings you assigned at the global level will automatically be assigned to
new clients and accounts. However, you have the option to change settings, such as
benchmarks and model portfolios for clients and accounts. The following settings can
be assigned to multiple clients at once:

» Client Report Settings
» Primary, Secondary, and Tertiary Benchmarks, and
» Model Portfolios.

To assign settings to multiple clients at once, do the following:

1. Inthe Client’s and Accounts Grid, check the box next to the clients you want to assign
settings to. The Change Client/Account Settings button activates.

Clients & Accounts

Exercise 17: Assign
settings for multiple
clients at once

Click this button to
assign settings.

[} Name Market Value (USD] Market Value Date
s
» Albert Einstein 3.368,196.75 01/21/2020
» Alexander Hamilton 2,957,344.25 01/16/2020
» Anderson Family 945,564.00 01/21/2020
» Baker Household 412,568.18 01/21/2020
» Cohen, Steven and Veronica 1,157.223.03 01/21/2020
» Haba Family 3.720,931.10 01/21/2020
» J. R. R. Tolkien ® 3.961,207.76 01/21/2020
» Jennifer Roop 0.00 —

2. From the Change Client Settings drop-down menu, select the setting you want to
change. A sub-menu opens.

Clients & Accounts

Active Clients
:m £ Edit Settings) > Merge Clients Q. [F
Edit Client Settings (4)
= Name sting Primary Benchmark
Client Repart Setting N
» Bayly Family e 7 |t Global Default Select fm.m
SN —" these options.
» Catrina Reagar Primary Benchmark t Global Default
» Class Client2 = ’ t Global Default
> Class Example | oo ongary Benchmark . Global Default
» Cohen, Steven | — T Global Default
» Corey Roop Tertiary Benchmark Ot Global Default
» Doe Family - % t Global Default
» Extra Client Madel Partfalia 3 t Global Default
» Extra Client1 == t Global Default
» Extra Client2 t Global Default
» Felipe Jaramill t Global Default
50 Morningstar Office Cloud April 2020
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Managing Client & Account Settings for Multiple Clients Overview

3. From the Sub-menu, select the setting you want to assign.

—  Clients & Accounts

Active Clients

:m & EditSettings > Merge Clients - Q. [4

(<) Madel Portfolio

B Name wtting
S
» Bayly Family Q preferrad 3 |
O > Cm o proorag —

» Class Client2 S T
eferred Investments ; Select the correct
setting option here.

» Class Example
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